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Ohjectives
This training session will help you...

© Determine if a meeting Is necessary
o Learnthe types of meetings
© Learn to plan efiective meetings
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Information-getting
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Objectives il
This training session will help you.. 5. 2

o Determine if a meeting is necessary
o Learn the types of meetings
o Learn to plan effective meetings

o Learneffective facilitation skills
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Planning...
Notify participants










Planning...
Conduct the meeting
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o Determine If 2a meeting IS necessary
¢ Learnthe types of meetings
o Lear*~~an gffective meetings
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Gonirol..
[ime management




Gontrol...
esolve conflict
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Losing control...
What happens, and why?
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Losing control...
Side conversations going on




Losing control...
Distractions
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Losing control...

someone dominates the conversation







